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MOUNT WAVERLEY PRIMARY SCHOOL
Enrolment Policy
RATIONALE
This policy sets out the requirements for entry into Mount Waverley Primary School in accordance
with the Enrolment in Victorian Government Schools Guidelines. This includes admissions,
enrolments, the placement of students and transfers between schools.
PURPOSE
To provide guidelines for student enrolment at Mount Waverley Primary School to ensure all
students residing in the school neighbourhood area are catered for, given the current DET enrolment
ceiling of 800 students.
POLICY GUIDELINES
1. School is compulsory for children and young people aged from 6-17 years, unless an
exemption from enrolment has been granted by a Regional Director. Children who are
Australian citizens or permanent residents are entitled to be enrolled in a government school.
They are guaranteed a place in their neighbourhood school and may choose any other school
in which space is available, unless there is a restricted enrolment or designated zone
2. International students are enrolled if they have a Visa subclass number which allows
direct enrolment in a government school and if they reside in the neighbourhood zone.
However, if the visa type is classified as Overseas Fees Payable by the DE&T International
Unit (IU), enrolment will be at the discretion of the Principal, taking into account current
student enrolments at that particular year level and resources required to support the
student
3. Students may enter primary school at the beginning of the year that they turn 5 if their
birthday falls before the 30 April. Students are not legally obliged to attend school until
they turn 6 years of age
4. The MWPS enrolment policy reflects the priority order of placement clause in the DE&T
Placement Policy of the School Policy & Advisory Guide:‘Where there is insufficient accommodation at a school for all students who seek entry,
students are enrolled in the following priority order’:
• students for whom the school is the designated neighbourhood government school
• students with a sibling at the same permanent residence who are attending the
school at the same time
• students in order of closeness of their permanent residence to the school.
5. In exceptional circumstances, and at the discretion of the Principal, students may be
enrolled on compassionate grounds
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6. MWPS has a restricted enrolment policy endorsed by DE&T due to the limited size of the
school grounds. This is currently referred to as a school ceiling
7. All primary age students residing in the designated neighbourhood zone are guaranteed
entry once satisfactory proof of address has been provided
DEFINITIONS
Designated neighbourhood school is the government school that is nearest the student’s
permanent residence (measured in a straight line), unless the Regional Director needs to restrict
new enrolments at a school due to pressure on enrolment capacity; and therefore has
designated a neighbourhood zone for the school.
Designated neighbourhood zone is the geographic area served by a government school after
the Regional Director has approved a change to the enrolment boundary due to pressure on
enrolment capacity.
Restricted enrolment means preference is given to neighbourhood area families due to
enrolment demands from within the neighbourhood area. Those living outside the area may
only be admitted if the Principal deems there is a place available, after taking into consideration
the demands from within the neighbourhood area.
Residing in the school neighbourhood area is defined as owning and residing in or having a sole
occupancy rental contract of at least twelve months duration and residing in a property within
the school neighbourhood area, which is also the student’s permanent residential address.
Permanent residential address will be deemed the primary property (owned/mortgaged) or a
leased property within the MWPS neighbourhood area.
1. Staying with a relative or friend does not qualify as ‘permanent’ residency
2. Proof of residency is to be produced when claiming an ‘in neighbourhood place’ and must
be determined before the enrolment process can begin
3. Proof of residency documents include, contract of sale or a minimum leasing arrangement
(both of which must be under the parent's name) of 12 months and must be through a
REIV approved lease and must be concurrent to the year of enrolment
4. School tours are conducted by the Principal or Assistant Principals during Semester 1.
Tours may be conducted in Semester 2 upon request.
DOCUMENTS RELATING TO THIS POLICY
•
•
•
•
•

Education and Training Reform Act 2006 (Vic)
Education and Training Reform Regulations 2017 (Vic)
Family Law Act 1975 (Cth)
Public Health and Wellbeing Act 2008 (Vic)
Public Health and Wellbeing Regulations 2019 (Vic)

POLICY IMPLEMENTATION
1. Enrolment packs are distributed at tours, following the receipt of family details including name
of Foundation student, address, phone number and kinder/day being care attended.
Enrolment packs include a prospectus, enrolment form, orientation dates for accepted
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2.
3.

4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.

students, Monash schools' enrolment protocols brochure, MWPS values and MWPS Parent
Code of Cooperation
Parents liaise with the Office to have enrolment form and documents verified
Enrolment documents required to be verified include:- proof of age (an original birth certificate for Australian citizens and residents and a
current passport/visa in the case of overseas students, for proof of date of birth) must
be sighted and photocopied to show that the student turns 5 by the 30 April in the
year of entry
- a school entry Immunisation Status Certificate obtained from Medicare (or online or
contact on 1800 653 809), local municipal council or Australian Childhood
Immunisation Register, must be provided regardless of whether a child is immunised
or not
- documentation as per the policy guidelines section, which must demonstrate to the
satisfaction of the school that the student is a permanent resident of the designated
neighbourhood area.
The Principal may delay admission up to 5 days if documentation has not been provided or
may conditionally enrol a student if documentation is provided in the next 5 days
The school maintains an enrolment database of prospective Foundation students with
confirmation of enrolment being made before the end of Term 2
Enrolment forms and the sighting of documentation must be completed before acceptance
letters are sent to parents
Families residing outside the designated neighbourhood area will only be offered places if
they are available
Enrolment is not final until a letter of acceptance is provided by the school
Following the confirmation of placement for Foundation students, contact details from
completed enrolment forms will be entered into the school’s administration system, CASES21
Parents will be advised of dates for Transition Sessions which occur between July and
December
Where there are insufficient places, MWPS will follow the DE&T policy in relation to order of
acceptance of Foundation student enrolments which includes:
neighbourhood area students
siblings of students already enrolled at the school but who live outside the Neighbourhood
area
students outside the neighbourhood area in order according to geographic closeness to the
school
The Principal may decide to enrol a student on compassionate grounds where there are
significant individual or family circumstances.

OVERSEAS ENROLMENT
1. Some overseas enrolments are completed by MWPS while others are completed by the
International Unit (IU) and these are full fee paying students
2. Enrolment is dependent on the correct Visa subclass. Visa subclass numbers are checked to
enable that the visa is at least 12 months or covers the duration of the school year prior to
any offer being made. The main visa number for direct entry to MWPS is 457 (Business Long
Stay)
3. Overseas residents must inform the school of their visa number for their children prior to any
enrolment. If the visa number is deemed in the class of international students, parents will be
referred to the DE&T IU for placement in a school
4. Entry criteria, in terms of neighbourhood area applies if a visa number allows direct enrolment
with the school
5. Students must not be enrolled in any other school (proof may be required) and students are
not accepted for holiday periods when visiting Australia
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6. The year level at which the student is enrolled is the decision of the school in consultation
with the parents
7. If families state permanent residency then this will need to be proven. A copy of
passport/visa/residency certificate is required
8. International students who do not have the correct visa are referred to the IU for placement.
They will be subject to full fees which need to be confirmed with the IU and may not enrol
directly into school
9. An international student living in the MWPS neighbourhood area is only admitted following a
request from the DE&T IU and at the discretion of the Principal taking into account size of
classes, timing of enrolment and resources required to support the student
10. If the child has no English the school may refer them to attend the Springvale or Blackburn
English Language School, for either one or two terms before commencing at MWPS
11. Information regarding the enrolment of overseas students can be obtained from the
International Unit (03) 9637 2202.
TRANSFERS
1. Where students seek transfer to MWPS beyond the initial Foundation intake, a place is
guaranteed if they reside in the neighbourhood area. Where a student resides outside this
area a place will be offered if available. Such a request will be treated on a case by case basis
by the Principal
2. If a student is enrolled in another government school other than MWPS and lives in the MWPS
neighbourhood area, but wishes to change schools during a school year, the Principal will
negotiate a start date
3. If a student moves into the area from another government school during the year they will be
enrolled if they can prove that there has been a change of address and that they now reside
at the new address in the MWPS neighbourhood area. Proof will be required
4. Students will be allocated to classes in consideration of the class size and student needs
5. If the student seeking an enrolment transfer during the year is from a non-government school
parents will need to meet with the Principal or Assistant Principal to:
• discuss the circumstances of the transfer
• discuss any academic or behavioural matters and
• seek a transfer note from existing school.
6. The Principal has the authority to defer admission for a reasonable period of time in order
that enquiries of the previous school are carried out in the interests of the student.
EARLY ENROLMENT
1. Parents seeking early entry for their child, who is younger than the minimum age, must obtain
written approval from the Regional Director before they are able to enrol.
2. A student who is younger than the minimum age of entry for Victorian schools but has
transferred from an interstate or overseas school (with applicable visa number), is eligible for
enrolment provided:
3. they can prove their child has been currently enrolled in a school and has attended full-time
during that enrolment period.
- they show proof of birth and proof of residency of living in the neighbourhood area, prior
to any enrolment.
EVALUATION
This policy will be reviewed on a cyclical basis in accordance with the School Council policy review
schedule or as required by School Council.
Policy Area:
Administration and Operations

Ratified by School Council:
August 2020

Next Review:
2024
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